Toolbox: Updating the User Profile Quick Guide

Updating Basic Profile Information
Click the drop-down arrow
beside your name and select
“View My Profile”.
The Profile section will open
on the User’s Name, Phone
Number, Email, etc. screen.
The Sections of the profile are
displayed in a left-side menu.
Clicking the arrow to the
right of each section header
will open that section and
provide a link to that screen
to edit your information and
preferences.

Begin by adding your phone
number.
Your country code, 1, should
be entered in the first field.
The area code goes in the
second field, and the third
field is your 7-digit, local
phone number. The last field
is for an additional extension,
which is not used at WFU.
Once this information is
added, click “Save”.
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Defining Ship-To Addresses
The ship-to address identifies where the supplier should ship ordered items.
From the Default User
Settings Section, select
“Default Addresses”.

When the Default Addresses
screen displays, any
previously saved addresses
will display on the left.
Click “Select Addresses for
Profile” to add a shipping
address to your profile.

An address search box
displays on the right of the
screen. Type in either your
department or building name
in the “Nickname/Address
Text” field and click “Search”
to view the list of available
ship-to addresses.

Deacon Depot Quick Guides

2

http://deacondepot.wfu.edu

When the desired address is
located, click the button to the
left of the address name to
select it.
NOTE: By default, the name
of the user logged in will
display in the contact name
field on all addresses, simply
as a placeholder.

The selected address will
display on the right side of the
screen for editing. The
nickname can be edited to
something more meaningful
to you. Additionally, you can
make this address the default
by checking the box to the
right of the word ‘Default’.
In the lower portion of the
screen, be sure to add your
contact name and if necessary,
room number.
Click the “Save” button. The
selected address displays in
the Shipping Addresses list
box on the left. The default
address is listed in bold.
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To edit an address, click once
on the name on the left. The
address will display on the
right for editing.
To remove an address from
your profile, simply click the
“Delete Address” button on
the top right.

Defining Custom Fields
The custom fields include the fields to save the FOAPAL, or accounting code information, that is used to charge
purchases to the proper funds & departments. For more information on what a FOAPAL is, please review this
brief FOAPAL Overview.
Within the Default User Settings
Section, select the “Custom
Field & Accounting Code
Defaults” link.

By default, the Custom Fields
screen displays.
If no default value has been
assigned for a field, a yellow
highlighted “no default value”
message displays – even if you
have saved profile values.
To modify a custom field, locate
the field and click the “Edit”
button on the right.
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To create a new value, click the
“Create New Value” button.
NOTE: a fund must be added
before the department, chart, or
program.

A search field appears on the
right of the screen. Type what
you know about the fund or
click the “Search” button to view
a list of available funds.

When the desired fund has been
found, check the box to the left
of the fund to select it, then,
click the “Add Value” button to
add it to the profile.
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The selected fund will now be
listed on the left side of the
screen.

To make this the default, click
the fund value on the left of the
screen. An “Edit Existing Value”
box will display on the right.
Simply click the check box to
the right of the word Default.
Click the “Save” button and
then “Close”. The selected fund
displays in the Fund values box
on the left. The default fund is
listed in bold.
Use these steps to edit a
previously saved fund. To delete
a fund, click “Remove” in the
“Edit Existing Value” box.
To add other funds or other accounting string elements like department, chart, or program, etc., simply click the
edit button beside that custom field type and follow the instructions as above.
Selecting Cart Assignees (Shopper Role)
Within the Default User
Settings Section, select the
“Cart Assignees” link.
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When the Cart Assignees
screen displays, any previously
assigned users are listed.
To add a user as a cart assignee,
click the Add Assignees button
at the top of the screen.

Perform a user search to locate
the username for the desired
cart assignees. Typing in either
first or last name in one of the
fields listed is sufficient.
Click the search button to
display a list of possible
assignees matching the
information you entered. Only
users in the Requisitioner role
will be listed as an option.
When the desired assignee has
been located, click the select
link to the right of the user’s
name to return him/her to
your profile list.

Once assignees are added to
your profile list, you may use
the button on the right to set
an assignee as preferred or
remove assignees that are no
longer needed.
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Editing Checkout Settings
Within the Default User
Settings Section, select the
“Checkout Settings” link.

When the Checkout Settings
screen displays, the default user
experience, Advanced
Checkout is listed.
To toggle to the Express
Checkout, click the ‘Edit
Section” link in the top right
corner of the screen.

Deacon Depot Quick Guides

8

http://deacondepot.wfu.edu

